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1. Application Date IINSTBUCTIONS: See separate illstryctions for completion of OR RECORDS MANAGEMENT DIVISION USE 

front and revere of this form Sign original and two copies 

and fornard to Department of Arehlves and History, Attentlon: 

Records Management Officer. 

3. AGENCY, Division, Subdividon & AdrninisterIng Office Address 

- 
2 Agency Application No 

Department of Education 
Office of t he  S ta te  Superintendent of Schools 
Education Building Room 242 
Atlahta, Georgia 30334 

Date Received AppUcation No. Date Completed 

M i r i a m  Brassel l  
yorkpe Title 

hnm-is t ra t ive  Aide I 665”18991 
7. ACTION REQUESTED 

ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

8. Earliest & Latest Dates of Series 9. Exact Series Title 

DISPOSE OF PRESENT ACCUMULATIONS; 0 NO FURTHER ACCUMULATION ANTICIPATED. 
~ 

1948? - t o  Date Local School Systems Correspondence F i l e s  - - -  

0. What is the function of the office in which this record-seri s is created 
The State  Superintendent of Schools 1s t%e executive o f f i c e r  of the S ta te  Board of 

Education and the administrative head of the Department of Education. H e  i s  responsible f o r  the 
administration and enforcement of a l l  provisions of the Georgia School Laws i n  accordance with 
the provi$ions of such laws and ru les ,  regulations,  po l i c i e s ,  and standards prescribed by the  
State  Board of Education f o r  the implementation, administration, o r  enforcement of such laws. 
(Acts, 1964 pp. 3,8)  Areas of department function include 1) curriculum development, teacher 
education and c e r t i f i c a t i o n ,  operation of special  education f a c i l i t i e s  (Office of Ins t ruc t iona l  
Services); 2) provision of l oca l  systems support f o r  food services ,  pupil  t ransportat ion,  t ex t -  
book and l i b ra ry  programs; administration of S ta te  Aid  programs and school qual i ty  standards 
(Office of School Administrative Services);  3)  administration of vocational education programs 
and operation of s t a t e  vocational technical schools (Office of Vocational Education); 4) pro- 
vision of central ized support services such as  budgeting and cash management, accounting, 
personnel services ,  inventory control ,  and records management (Office of Department S t a f f  
Services)and provision of planning, research, evaluation and s t a t i s t i c a l  services (Planning, 
Research and Evaluationunit of Office of Department S taf f  Services).  
1. This file contains the following documents (include forh numbers and titles, i f  any, and file arrangement): 

The f i l e  s e r i e s  contains materials documenting the  re la t ionship  between the  
S ta te  Superintendent of Schools and each of the l o c a l  schools systems within the  
s t a t e .  

The s e r i e s  includes but i s  not l imited t o  correspondence between the  S ta t e  
Superintendent of Schools and o f f i c i a l s  of l o c a l  school systems, c i t y  and county, 
and r e l a t ed  papers. 

The f i l e  i s  arranged alphabetically by County and thereunder chronologically. 

A’ITACH SAMPLES OF THE FILE 

2 EQUIPMENT OCCUPIED 
~ 

Letter-size, .File Draw- 
~~ ~~~ ~~~ ~ ~ 

Legal-size File Drawers 

ANNUAL RATE OF ACCUMULATION 

AVERAGE DAILY REFERENCES 

‘orm: AR-50-71 (Rev. 72) 



QUESTlONNAlRE Place an “x” in the PrOPer COlumU. If a n S W W  16 ‘YES,” please explain 

13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in  another office or agency? 

15. Is the information contained in  this series ever summarized or published? Apach copy of summary or publication. 

16. Does the series contain classified information requiring security hadl ing? 

17. Does the series initiate, amend or terminate agency policies and procedures? 

18. Could the function be performed if the files were lost or destroyed? Yes, f i l e  i s  more documentaion 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? 

21. Does the record series contain documentation produced as EDP printout? 

!2. Has the Federal Government issued instructions governing retention/disposition of these files? 

23. Wil l  there be a need for these records 10, 15 years from now? If yes, what? h i s t o r i c a l  value 

than functional,  could be reconstructed from l oca l  systems f i les  

~ . - ~ - ~  ~ . .  -- . ~- ~ i _ _ ~  -~ .. -~ ~.~. ~ . -~ ~ ~ 
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24. REQUIREMENTS. The following requires the files to be kept &&gni!?C.~~. years: 

a. [ ] STATE b. [ ] STATUTE OF c. [ ] AUDIT d. [ 3 FEDERAL e. [ X I  ADMINISTRATIVE f. [ X I  HISTORICAL 
LAW LIMITATION PERl0.D LAW DECISION VALUE 

The Sta t e  Superintendent wishes t o  have a 5 year accumulation of t h i s  s e r i e s  
(Cite Caw, Statute,’ or other reason for the retention requirement) 

. -  i n  order t o  have reference on long term issues  or projects .  

!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ 3 FISCAL YEAR -[XI Othercut  off at  the  end of a 5 then: 

[ YJ Hold in  the current files area month(s)/ .... year(s): 1973 
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold ___.... ~.~... year(s): 
[ ] Destroy. ~~ 

[ XJ Transfer to State Archives for permanent retention. 
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

yeas period beginning 1 January, 

, .  
(Indicate briefly rationale for recommendations abovelor write additional remarks): 

NOTE: F i r s t  retirement of t h i s  s e r i e s  w i l l  be 1978. 

25 are: 


